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AgendaAgenda
�� Webinar Control PanelWebinar Control Panel

�� About Facility ReportingAbout Facility Reporting
�� AccessAccess

�� Getting StartedGetting Started

�� Facility Contact HomepageFacility Contact Homepage

�� CSR Form and UsageCSR Form and Usage

�� Monitor Initiated FormsMonitor Initiated Forms
�� Staffing EvaluationStaffing Evaluation

�� Meeting/Other StaffingMeeting/Other Staffing

�� Milieu ObservationMilieu Observation

�� File ReviewFile Review

�� UIR/906 Fidelity ReportUIR/906 Fidelity Report

�� Residential Discharge Tracking Report Residential Discharge Tracking Report 
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Grab Tab (b)Grab Tab (b)

�� Minimize Panel controlMinimize Panel control

�� Hand icon Hand icon –– click to let us click to let us 

know you have a questionknow you have a question

Question pane (d)Question pane (d)

�� Type questions or requests. Type questions or requests. 

We will try to answer them as We will try to answer them as 

time permits. We will publish time permits. We will publish 

all questions and answersall questions and answers

Webinar Control 
Panel
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About Facility ReportingAbout Facility Reporting

The Facility Reporting application allows for The Facility Reporting application allows for Residential Residential 
Performance MonitorsPerformance Monitors and and Residential Facility ContactsResidential Facility Contacts
to communicate regarding individual clients or other issues to communicate regarding individual clients or other issues 
identified.identified.

�� Facility Contacts record and submit Clinical Staffing Reports (Facility Contacts record and submit Clinical Staffing Reports (CSRsCSRs) and ) and 
Monitors review and comment on your Monitors review and comment on your CSRsCSRs when necessary.when necessary.

��Monitors record and submit Clinical Staffing ReportMonitors record and submit Clinical Staffing Report--Staffing Evaluations Staffing Evaluations 
((CSRCSR--SEsSEs) and for your review and comment. ) and for your review and comment. 

��Monitors will also send you additional reports for review and coMonitors will also send you additional reports for review and commentmment
�� Meeting/Other Staffing ReviewMeeting/Other Staffing Review

�� Milieu ObservationMilieu Observation

�� UIR/906 Fidelity ReviewUIR/906 Fidelity Review

�� File ReviewFile Review
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How do I get access to the How do I get access to the 

Facility Reporting application?Facility Reporting application?
1. Complete the online training for RTOS/UIR and Facility Report1. Complete the online training for RTOS/UIR and Facility Reporting ing 

applications and submit the training evaluation form found atapplications and submit the training evaluation form found at
https://illinoisoutcomes.dcfs.illinois.gov/training.html

2. Have your supervisor fill out a 2. Have your supervisor fill out a ““Request for Access to RTOS/UIR and Request for Access to RTOS/UIR and 
Facility Reporting ApplicationsFacility Reporting Applications”” form and send to the DCFS form and send to the DCFS 
HelpdeskHelpdesk

EachEach Facility Contact user must submit both forms:Facility Contact user must submit both forms:
� RTOS/UIR Online Evaluation form
� Request for Access to the RTOS/UIR & Facility Reporting form

�� DCFS OITS Helpdesk Telephone Number - (800) 610-2089 
� Email Address - Helpdesk.OITS@illinois.gov
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Getting StartedGetting Started

Click on the Facility Click on the Facility 

Reporting link.Reporting link.

Login with the Login with the 

Username and Password Username and Password 

provided by the OITS provided by the OITS 

Helpdesk.Helpdesk.

Illinois Outcomes Homepage - https://illinoisoutcomes.dcfs.illinois.gov



77

Facility Contact HomepageFacility Contact Homepage

The Facility Contact Homepage is divided The Facility Contact Homepage is divided 

into 5 work areas:into 5 work areas:

1.New CSR Forms
2.Reports Search and Results

3. Incomplete Clinical Staffing Reviews

4.Reports Currently Pending Your Response

5.Reports Sent to Monitor for Comment
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• Create New Clinical 
Staffing Report hyperlink

• Reports Search Area

• Reports Search Results List
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•• Incomplete CSRs listIncomplete CSRs list

•• Reports Currently Pending Your Reports Currently Pending Your 

Response listResponse list

•• Reports Sent to Monitor for Reports Sent to Monitor for 

Comment listComment list
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New CSR FormsNew CSR Forms

Click on “Create New Clinical Staffing Report ” to create a new CSR

Only Facility Contacts staff can create Clinical Staffing Reports
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Reports Search and ResultsReports Search and Results

You can use Start Date, End Date and Form Type to reduce the 
number of reports returned when you click on Search
Note: You can only see reports created by you or sent to you by a 
RPMU Monitor.

You can also SORT the results of your search by clicking on the 
column headings.
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This section will list CSRs that have not been This section will list CSRs that have not been 

sent to the RPMU Monitor and require sent to the RPMU Monitor and require 

further work from you.further work from you.

Incomplete CSRs can be deleted.Incomplete CSRs can be deleted.

Incomplete ReportsIncomplete Reports
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Reports Currently Pending Your ResponseReports Currently Pending Your Response

This Section will list: 
• CSRs initiated by you and returned by the Monitor
• CSR-SEs or other reports (such as Milieu Observation, File Review, etc.) 
a Monitor has sent to you for review/comment

Click on the Form name to open it.
Click EDIT and make any requested responses.
Click SEND to send it back to the monitor.
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Reports Sent to Monitor for CommentReports Sent to Monitor for Comment

This section lists CSR’s and other reports that you have 
sent a Monitor.
You can re-assign a CSR to another Monitor by clicking on the 
Monitor’s name.  

Click on the Form name to view it. These reports are read-only for 
you until the Monitor responds.
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Work and Watch SectionsWork and Watch Sections

Your Homepage has two sections containing forms Your Homepage has two sections containing forms 
that require work from you:that require work from you:

�� Incomplete ReportsIncomplete Reports

�� Reports Currently Pending Your Reports Currently Pending Your 
ResponseResponse

Your Homepage also has one section that displays Your Homepage also has one section that displays 
readread--only forms that you are watching:only forms that you are watching:

�� Reports Sent to Monitor for CommentReports Sent to Monitor for Comment
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CSR – Workflow & Data Entry 

The CSR workflow begins when you click “Create a New 
Clinical Staffing Report” from the New CSR Forms 
section on your Homepage. 
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Clinical Staffing Report Clinical Staffing Report -- SectionsSections

�� Cover SheetCover Sheet

�� Client informationClient information

�� Staffing InformationStaffing Information

�� Staffing Type Selection (Phase I, Phase II, Action Plan only)Staffing Type Selection (Phase I, Phase II, Action Plan only)

�� Treatment TeamTreatment Team

�� MedicaidMedicaid

�� Phase I Phase I –– Page 1, 2, 3Page 1, 2, 3

�� Phase II Phase II –– Page 1, 2, 3Page 1, 2, 3

�� Action PlanAction Plan

�� Monitor Response NotesMonitor Response Notes
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Client informationClient information

Enter the CYCIS ID of the client who was the subject of a clinical staffing.

You can now enter Clients who have been discharged. If a discharged 
client has been placed at another facility, the Admission Date may be 
incorrect.

Enhancement: Allow user to select from a list of spells after searching for 
a CYCIS ID.
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Staffing InformationStaffing Information

Verify Agency Name and Unit Name, change if necessary for discharged clients

Enter Staffing Date, and Start & End Time
If the Staffing occurred over 30 days ago, click on the “Staffing over 30 days ago” checkbox
If the Staffing occurred over midnight, click on the “Staffing over midnight checkbox
If the Staffing took over 8 hours, check the “Staffing over 8 hours” checkbox

Bug fix: Next Clinical Staffing Date after Staffing Date, not current date
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Staffing Location & TypeStaffing Location & Type

Enter Staffing Location & Staffing Type.
Staffing Types
1. Phase 1 (Initial, Ongoing, Supplemental)
2. Phase 2 (Combined, Transition Only, Supplemental)
3. Action Plan only
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Treatment Team MembersTreatment Team Members

�� Click Click ““Add Team MemberAdd Team Member”” if you need to add if you need to add 

additional team membersadditional team members
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Medicaid SectionMedicaid Section

�� For facilities with alternate means of tracking Medicaid informaFor facilities with alternate means of tracking Medicaid information, tion, 
just enter just enter ““N/AN/A””

�� Enhancement: Make this an optional sectionEnhancement: Make this an optional section
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Monitor Response Notes

Monitor Response Notes are located near the bottom of 
the report and will show any comments that the Monitor 
added after you have sent it to him/her for comment.

Providers should view the response notes to determine if 
further explanation or changes are requested.

Make any appropriate changes by clicking on EDIT
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Residential Evaluation/ Questions

A response is required for each question. 
Certain responses will trigger the Notes section for additional explanation.
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Action PlanAction Plan

Bug fix: Due Date after staffing date, instead of current date
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CSR data capture workflowCSR data capture workflow

1. Facility Contact initiates a CSR
2. Facility Contact fills out the CSR 

- Cover Sheet
- Phase I or Phase II or Action Plan only
- Action Plan

3. Facility Contact selects and sends the CSR to Mon itor 
4. Facility Contact saves CSR as PDF for print or em ail distribution to all 

other treatment team members
5. Monitor receives a submitted CSR to review
6. Monitor reviews CSR and adds responses (or skip t o 12)
7. Monitor sends CSR back to Facility Contact for Fa cility Response
8. Facility Contact selects a returned CSR for respo nse
9. Facility Contact reviews Monitor’s comments & res ponds accordingly
10. Facility Contact sends revised CSR to Monitor
11. Monitor selects returned CSR
12. Monitor reviews and closes CSR (or sends back to  step 6)
13. CSR is completed and can now be found in archive d search (13) CSR is completed

(1) Facility Contact 
Creates New CSR

(5) Monitor receives 
CSR

(8) Facility Contact 
receives CSR

(2) Facility Contact

fill outs CSR

(3) Facility Contact

Sends CSR

(6) Monitor reviews CSR 

enters Response Notes

(7) Monitor

Returns CSR

(10) Facility Contact 
Sends CSR

(9) Facility Contact 
views comments and 
makes edits to CSR

(11) Monitor 
receives CSR

(12) Monitor reviews 
modified CSR

(4) Facility 
Contact 

Saves CSR 
as PDF for 

internal 
distribution
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Clicking the Save button will store all your entered responses and allow 
you to return to the report at a later time.  

After saving your responses and clicking EXIT, the report is listed under 
“Incomplete Reports ” on your homepage.

When you return to a saved report you will need to click the Edit button 
to continue.

Clicking the Exit button will return you to your homepage.  Make sure to 
click Save before exiting!

Clicking the Delete button will remove an incomplete CSR from the 
Facility Reporting database. Only Incomplete CSRs can be deleted

The Save as PDF button will allow you to create a file on your computer 
that you can use to print or email the report.  Please remember that all 
reports are confidential for use by your facility team and the RPMU 
Monitor only.

After Entering Responses to a CSR
Once you have finished entering responses on a CSR, 

you have the choice of performing several actions:
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Sending a CSR

After you have entered all your desired 
responses, click the Send button 

Select your RPMU Monitor Contact 
from the dropdown list

Click on Send to Monitor

Application will save your responses, 
check for completeness and

1. Redisplay the report with error 
messages, or

2. Send the report to the monitor

Forms sent to a Monitor will display on your home page under “Reports Sent to 
Monitor for Comment”

Once a CSR has been sent to a Monitor, it can no longer be deleted.
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Working with Monitor initiated formsWorking with Monitor initiated forms

In addition to the In addition to the CSRsCSRs you will be creating and you will be creating and 

sending to your Monitor for comment, the sending to your Monitor for comment, the 

Monitor will be creating and sending several Monitor will be creating and sending several 

forms for your review and comment, including:forms for your review and comment, including:
�� Staffing Evaluation (CSRStaffing Evaluation (CSR--SE)SE)

�� Milieu Observation (MO)Milieu Observation (MO)

�� Meeting/Other Staffing (PMOSR)Meeting/Other Staffing (PMOSR)

�� File Review (FR)File Review (FR)

�� UIR/906 Fidelity (UIRUIR/906 Fidelity (UIR--FR)FR)
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Monitor Initiated Forms on your homepageMonitor Initiated Forms on your homepage
In addition to CSRs that have been returned with Monitor responses, 
Monitor initiated reports will be shown on your homepage under “Reports 
Currently Pending Your Response.”

Click on the form to view it.
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Staffing Evaluation (CSRStaffing Evaluation (CSR--SE)SE)
�� Client informationClient information

�� Staffing InformationStaffing Information

�� Staffing Type Selection (Phase I, Phase II)Staffing Type Selection (Phase I, Phase II)

�� Residential EvaluationResidential Evaluation

�� Page 1Page 1

�� Page 2Page 2

�� Monitor Observation SummaryMonitor Observation Summary
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Meeting/Other Staffing (PMOSR)Meeting/Other Staffing (PMOSR)
�� Staffing InformationStaffing Information

�� Meeting/Other Staffing NotesMeeting/Other Staffing Notes

�� Areas for Review/ImprovementAreas for Review/Improvement

�� Facility Response AreaFacility Response Area
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Milieu Observation (MO)Milieu Observation (MO)
�� Staffing InformationStaffing Information

�� Milieu Review QuestionsMilieu Review Questions

�� Monitor Observation SummaryMonitor Observation Summary

�� Facility Response AreasFacility Response Areas
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File Review (FR)File Review (FR)
�� Client InformationClient Information

�� Staffing InformationStaffing Information

�� File Review QuestionsFile Review Questions

�� Monitor Observation SummaryMonitor Observation Summary

�� Facility Response AreasFacility Response Areas
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UIR/906 Fidelity Review (UIRUIR/906 Fidelity Review (UIR--FR)FR)

�� Client InformationClient Information

�� Staffing InformationStaffing Information

�� UIR Fidelity Review ItemUIR Fidelity Review Item

�� Agency Documentation DataAgency Documentation Data

�� UIR Website Report Verification DataUIR Website Report Verification Data

�� 906 Fidelity Review Data906 Fidelity Review Data

�� UIR Fidelity Review SummaryUIR Fidelity Review Summary

�� Facility Response AreaFacility Response Area
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Facility Response RequiredFacility Response Required

�� Some questions will have a Some questions will have a ““Facility Response Facility Response 

RequiredRequired”” selected by the Monitor.selected by the Monitor.

�� You must enter a response to these items to You must enter a response to these items to 

complete the formcomplete the form
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Click the Edit button to add responses where requested.

Click the Save button at any time to store all your entered responses. 

Click the Save as PDF button to create a file on your computer that you 
can print or email to other team members.  Please remember that all 
forms are confidential for use by your facility team and the RPMU 
Monitor only.

Click the Exit button to return you to your homepage.  Make sure to 
click Save before exiting!

OR, if you are DONE with entering all responses, click on SEND. This 
will Save your work, Send the report to the Monitor, and Exit to back to 
your homepage.

Report OptionsReport Options



3838

How do I clean up my homepage?How do I clean up my homepage?
1. Log in to the Facility Reporting application

2. Select an item in your Incomplete Clinical Staffing Reviews area

3. Click EDIT, then make the necessary edits for this CSR

4. Click SEND when finished, select your Monitor, then click Send to Monitor

5. Repeat 2-4 until no more Incomplete CSRs

6. Select an item from your “Reports Currently Pending Your Response”

7. Click on EDIT

1. For CSRs, respond as needed per the Monitor Response Notes

2. For CSR-SE’s and other Monitor initiated reports, respond to the items 
marked with “Facility Response Required”

8. Click on SEND when finished

9. Repeat 6-8 until no more Reports Pending Your Response
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Residential Discharge Tracking ReportResidential Discharge Tracking Report
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Residential Discharge Tracking ReportResidential Discharge Tracking Report

Selection OptionsSelection Options
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Residential Discharge Tracking ReportResidential Discharge Tracking Report

Contract AggregatesContract Aggregates

AGENCY NAME
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Residential Discharge Tracking ReportResidential Discharge Tracking Report

Resident Detail ReportResident Detail Report

AGENCY NAME
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Questions? Need Help?Questions? Need Help?

DCFS/OITS Help Desk

1.800.610.2089

HelpDesk.OITS@illinois.gov


